UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

TINH HA GIANG Poc lap - Ty do - Hanh phie
Sé://f% 4 /QDb-UBND Ha Giang, ngay ﬁf thang 9 nam 2017
QUYET PINH

Ban hanh Quy ché quén 1y va sir dung chirng thu 50, chir ky s6 chuyén dung
trong co’ quan nha nwéc trén dia ban tinh Ha Giang

CHU TICH UY BAN NHAN DAN TiNH HA GIANG

Cin ctr Luét Té chirc Chinh quyén dia phuong ngay 19 thang 6 nim 2015;

Can ctr Luat Giao dich dién tir ngay 29 thang 11 nam 2005;

Can ctr Luit Cong nghé thong tin ngay 29 thang 6 ndm 2006;

Can cir Nghi dinh s6 64/2007/ND-CP ngay 10 thang 4 ndm 2007 cua Chinh
pht vé tmg dung céng nghé thong tin trong hoat déng cua co quan nha nudc;

Can ctt Nghi dinh s626/2007/ND-CP ngay 15 thang 02 ndm 2007 cta
Chinh phit quy dinh chi tiét thi hanh Lu4t Giao dich dién tir vé chit ky s6 va dich
vu ching thuc chir ky s0;

Can ctr Nghi dinh s6 170/2013/ND-CP ngay 13 thang 11 nam2013 cua
Chinh pht sita d3i, bd sung mot s& Piéu cia Nghi dinh s6 26/2007/ND-CP ngay
15 thang 02 nam 2007 cuia Chinh pht quy dinh chi tiét thi hanh Luét Giao dich
dién tir v& chir ky sé va dich vu chung thuc chit ky s6;

Can ctr Nghi dinh s6 106/2011/ND-CP ngay 23 thang 11 nam 2011 cta
Chinh pht stra di, bd sung mét sé Diéu ctia Nghi dinh s6 26/2007/ND-CP ngay
15 thang 02 ndm 2007 cta Chinh phu;

Cén ctr Thong tur s& 08/2016/TT BQP ngéy 01 thang 02 ndm 2016 cua B9
truéng Bo Quoc phong Quy dinh vé cung cap, quan ly, st dung dich vu chung
thuc chit ky so chuyén dung phuc vu cic co quan Pang, Nha nudc, td chirc
chinh tri - xa hoji;

Xét dé nghi ctia Giam dbc S& Théng tin va Truyén thong tai To trinh sd
32/TTr-STTTT ngay 28/8/2017,

QUYET PINH:
Pidu 1. Ban hanh kém theo Quyét dinh nay Quy ché quan ly va str dung

chimg thu s, chit ky s& chuyén ding trong co quan nha nudc trén dia ban tinh
Ha Giang.

Pidu 2. Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ky.



Pidu 3. Chanh Vian phong UBND tinh, Giam dbc S& Thong tin va Truyén
théng, Thu trudng cac sd, ban, nganh cua tinh, Chu tich UBND céc huyén, thanh
phé, Chu tich UBND céac x4, phuong, thi trdn; cac co quan, td chitc, ca nhan cd
lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: KT. CHU TICH
-Nhbieu3;, o, PHO CHU TICH
- B Thong tin va Truyen thong; o *

- Thuong truc Tinh dy;

- Thudng truc HPND;

- Chu tich, cac PCT UBND tinh;

- Van phong Tinh uy, HPND, UBND tinh;
- B4o Ha Giang, Pai PT-TH tinh;

- Trung tim Théng tin - Céng bao tinh;

- Cdng thong tin dién tir tinh;

- Luu: VT, KTN.M(




UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM
TINH HA GIANG Poc lap - Tw do - Hanh phiic

QUY CHE
Quan Iy va sir dung chirng thw s6, chir ky s6 chuyén dung
trong co quan nha nuéc trén dia ban tinh Ha Giang
(Ban hanh theo Quyét dinh s6.//77OP-UBND ngay J dy / g /2017
ciia Uy ban'nhan dan tinh Ha Giang)

Chuong I
QUY PINH CHUNG

Diéu 1. Pham vi diéu chinh va dbi twgng ap dung

1. Quy ché nay quy dinh vé viéc quan ly, st dung ching thu s6 va chit ky
sé chuyén dung do Ban co yéu Chinh phu cép cho cac t6 chirc, c4 nhén trén dia
ban tinh Ha Giang.

2. Quy ché nay duoc ap dung dbi véi cac co quan, td chirc, c4 nhén thudc
co quan nha nudc (sau ddy goi tit 1a co quan, cd nhdn) dugc chp va st dung
chit ky s chuyén dung.

Pidu 2. Giai thich tir ngir
Trong Quy ché nay, cac tir nglr dudi day dugc hiéu nhu sau:

1. Chitng thu s6 chuyén dimg: La chimg thu sé do Ban Co yéu Chinh phu
clp “sau ddy goi tat la chimg thu so”.

2. Ching thw s6 co quan: 12 loai ching thu s6 cép cho co quan, td chie,
khi ky s& s& c6 gia tri tuong duong voi con diu ctia co quan trén van ban gidy.
Chimg thu loai t6 chirc thuong dugc giao cho vin thu hodc can bd co trach
nhiém giit con d4u cna don vi quan ly.

3. Chitng thu s cd nhdn: La loai chimg thu s& cép cho ca nhén céc can bd
trong cac co quan nha nudc, khi ky s s& co gié tri twong duong vé1 chir ky cua
<4 nhén trén vn ban gidy. Chimg thu sé ctia ¢4 nhan do chinh c4 nhan (chi thué
bao) quan ly va sir dung.

4. Chit ky so hop 1é: La chit ky 6 duoc Hé thong chimg thuc do Cuc
Ching thuc so va bao mat thong tin cung cép x4c thuc dam bao tinh hop 1& cua

cac yéu to: Ngudi ky, loai ching thu s0, hiéu luc cua chimg thu so, thoi gian ky,
tinh toan ven cfia ndi dung sau khi ky.

5. Co quan quan ly truc tiép thué bao: Gom céac co quan, don vi nha nudc
tryc tiép tham gia khai thic, str dung chimg thur s, chit ky s6 chuyén dung do Ban co
yéu Chinh pht cap cho cac co quan nha nudc tinh ha Giang.
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Piéu 3. Pinh dang va gia tri phap Iy ctia viin ban dién tir

1. Thé thirc va k¥ thuat trinh bay vin ban dién tir thyc hién theo quy dinh
tai Nghi dinh s& 34/2016/ND-CP ngay 14/5/2016 ctia Chinh pht quy dinh chi
tiét mot sb didu va bién phép thi hanh Luat ban hanh van ban quy pham phap
Juat; Thong tu & 01/2011/TT-BNV ngay 19/01/2011 cta Bo Noi vu huéng dan
v& thé thitc va k§ thudt trinh bay van ban hanh chinh.

2. Vin ban dién tir duoc ky s6 voi loai chit ky so ctia ca nhén dugc xac thuc
hop 18 thi ¢ gia tri tuong duong v6i vin ban gidy co chit ky tay ctia ca nhan do.

3. Van ban dién tir dirgc ky so véi loai chit ky sd ctia co quan da dugc xac thuc
hop 16 thi c6 gia tr] twong duong vd1 van ban gidy c6 dong dau cia co quan do.

4. Vin ban dién tir dugc ky s6 véi loai chit ky so cia ca nhan va chir ky so
cta co quan da dugc xéac thuc hop 18 thi c6 gia tri twong duong vo6i van ban gidy
¢6 chit ky tay va déng dau cua co quan.

5. Vin ban dién tir duge ky sb (chimg thu s6 con hiéu luc) dam bao tinh
toan ven clia van ban, thay thé hoan toan dau giap lai ctia vén ban gidy.

6. Van ban dién tir dugc ky s6 (chimg thu s6 con hiéu luc) dam bao tinh
toan ven cua van ban chinh va ke ca cac phu luc, tai liéu kém theo (trén cung file
véan ban), thay thé hoan toan dau treo trén cac phuc luc, tai liéu ctia van ban gidy.

7. Vin ban dién tr sau khi 4p dung chit ky s6 hop 1€ tai Khoan 2, Khoan 3,
Khoan 4 Piéu nay dugc giri dén noi nhan thong qua hé théng thong tin dung
chung cua tinh Ha Giang: Phin mém quéan 1y vin ban va diéu hanh cong viéc;
Trang/Cé)ng thong tin dién t&r cua cac co quan; Thu dién tr cong vu; HE théng
dich vu cong truc tuyén; Mot cira dién tir lién thong....

Pidu 4. Nguyén tic quan ly va sir dung

1. Chir ky s6 duogc str dung rdng réi cho tAt ca cac loai van ban dién tur
trong co quan nha nudc tinh Ha Giang; khong 4p dung doi voi vin ban mét,
tuyét mat, t6i mat va cac vin ban khac theo quy dinh cua phép luat.

2. Khi 4p dung chit ky s6, vén ban dién tir dugc s dung thay thé van ban
gidy theo quy dinh ctia Luét giao dich dién tu.

3. Viéc 4p dung chit ky sb duge trién khai timg budc theo 16 trinh thich
hop, khéng 1am ngung tré cong tac van thu lwu trit, hanh chinh khi thuc hién dp
dung chit ky so.

4. Viée quan ly, st dung chir ky s6 phai dam bao an toan, an ninh théng tin.



Chuwong 11
QUAN LY VA SU DUNG CHUNG THU SO, CHU KY SO
Piéu 5. Nguoi quéan ly thué bao

Chit tich Uy ban nhén dén tinh ty quyen cho Gidm dbc So Thoéng tin va
Truyén théng thuc hién trach nhiém quan ly thué bao chimg thu sb, chir ky s6
chuyén dung trén dia ban tinh.

Piéu 6. Tiép nhén, cAp va thu hdi ching thw sb

1. S& Thong tin va Truyén thong la co quan diu mdi trong viéc tiép nhan
d& nghi cép, thu hoi chimg thu s6 cua c4c co quan trén dia ban tinh.

2. Phong Vin héa va Thong tin cac huyén, thanh pho 1a co quan téng hop
d& nghi cép, thu ho6i chimg thu sb cia cac to chie, ¢4 nhan trén dia ban huyén,
thanh phd, giri S& Thong tin va Truyén thong dé nghi Ban co yéu Chinh phu cp
dinh ky 06 thang/lan.

3. Thué bao dé nghi cip chimg thu s6 phai théa man cac diéu kién sau:

a) La co quan, ca nhén dugc quy dinh tai Piéu 1 ctia Quy dinh nay.

b) Co dia chi thu dién tu (email) cta tinh: @hagiang.gov.vn.

4. Quy trinh cép, thu hoi ching thu s thuc hién theo Théng tu
s& 08/2016/TT-BQP ngay 01 thang 02 nam 2016 cua Bo trudng Bd Quoc phong
Quy dinh vé cung céap, quan ly, st dung dich vu chimng thuc chit ky so chuyén
dung phuc vu céc co quan Pang, Nha nuéc, td chirc chinh tri - x hoi.

Pitu 7. Quan ly va sit dung chirng thuw s6 ctia co quan va ca nhan

1. Chimg thu sb cta co quan, Thu truong co quan giao cho B phén lam
cong tac vin thu quan ly va sir dung dé ky s6 va xac thuc van ban dién .

2. Ching thu s ciia c& nhan duoc cip do cé nhén quén ly, su dung dé ky sd
trén vin ban dién tir ding chic danh va tham quyén theo quy dinh.

Pidu 8. Anh chir ky s6 va vi tri ky sb trén vin ban dién tir

1. Chir ky sé ctia c4 nhan (thay cho chit ky tay trén van ban giéy):

a) Vi tri ky s6 dugc thuc hién theo chirc danh trinh bay trén van ban dién tir
nhu ky tén trén van ban giay.

b) Anh chit ky s6 12 anh chit ky tay ciia nguoi ky, hoac anh chit ky tay kem
con déu cua co quan theo tham quyén.

2. Chit ky sb cua co quan (thay cho con dAu trén van ban gidy):

a) Vi tri ky s6 1a s0, ngay, thang, nim cta van ban dién tir khi ky truc ti€p
trén phan mém quén ly van ban va didu hanh céng viée Vnptioffice; hodc phan
mém mot cira dién tir lién thong.



b) Vi tri ky s& duwoc thuc hién tai goc tral phia trén cua van ban dién tr khi ky
trén phan mém VsignPDF (phén mem ky so do Ban co yéu Chinh phu cung cap).

¢) Anh ky so la anh con dau cua co quan.

3. Céc théng tin kém theo chit ky sb trén van ban dién tir bao gdm: Anh
chit ky sd cta ngudi ky; anh con diu cia co quan; thoi gian ky; tén nguoi ky,
dia chi thu dién tir tinh Ha Giang cép cho nguoi hodc co quan ky. Mau chit ky
ctia nguoi ky sir dung mau muc xanh. Con d4u cta co quan st dyng mau do.

~ Chuong 111
TO CHUC THUC HIEN

Pidu 9. Trach nhiém ciia S& Thong tin va Truyén thong

1. Xem xét va phé duyét danh sach thué bao dé nghi cép, gia han, thu hoi
ching thu so theo quy dinh.

2. Tiép nhan va ban giao chung thu sb 161 cac thué bao, huéng dan, kiém

-

tra cac thué bao thudc tham quyén quan ly trong qud trinh su dung chimng thu sb.

3. Chu tri, phéi hop don vi lién quan xay dung, trién khai chuong trinh dao
tao, hdi nghi tuyén truyén ve Umg dung chir ky s, sit dung véan ban dién tir trong
hoat déng cua co quan nha nuoc trén dia ban tinh.

4. Dinh k¥ va dot xuét bso cao UBND tinh, B6 Thong tin va Truyén thong
v Ban Co yéu Chinh phit v& viéc quén ly, sir dung chit ky s, chimg thu s0.

Pidu 10. Trach nhiém cia thi truedng cac so, ban, nganh tinh va UBND
huyén, thanh phd

1. Guong mau thuc hién va quan trigt can bd, cong chirc, vién chic cua co
quan ting cudng su dung van ban dién tir c6 tmg dung chir ky so trong hoat
déng cong vu.

2. Kip thoi d& xuét cap, gia han, thu hdi chimg thu s6 va khoi phuc thiét bi
ky s cho co quan, don vi va ca nhén thudc quyen quan ly.

3. Cung cp, chiu trach nhiém vé tinh chinh xdc cta cac thong tin d& nghi
cap, gia han, thu hoi chimg thu s6 va khdi phuc thiét bi ky so thudc co quan, don
vi minh quan ly.

4. Cit can bo dau mbi chiu trach nhiém quan ly, téng hop nhu cau dang ky
cAp méi, gia han, thu hoi chimg thu s6 va khdi phuc thiét bi ky s tai co quan
don vi.

5. Phéi hop vdi S¢ Thong tin va Truyén théng, cac co quan, don vi c6 lién
quan trong cdng tac thanh tra, kidm tra viéc quan ly, sit dung ching thu so, chi

ky sb ctia co quan, don vi va ca nhan thudc quyén quan ly.



6. Thuc hién bao cdo tinh hinh quan 1y, str dung chung thu sb, chit ky sO va

thiét bi ky sd tai co quan, don vi minh gui SO Théng tin va Truyén thong tong
hop bao cdo UBND tinh.

Pidu 11. Trach nhiém cia S& Tai chinh

Ul tién b tri kinh phi trién khai chir ky sd chuyén dung, tich hop chir ky
sé chuyén ding vao cac ing dung cong nghé thong tin cta tinh theo Ké hoach
cua tinh.

Pidu 12. Trach nhiém ciia thué bao (co quan, ca nhén duge cap chimg
thw s0)

1. Cung cép cac thong tin lién quan dén viéc cép ching thu s6 chinh x4c va
day du theo quy dinh.

2. Tiép nhén; bao quéan va quan ly, st dung chit ky s va thiét bi ky sb theo
Quy ché nay.

3. Quén 1y, thay dbi mét khau thiét bi ky sb dwoc cap it nhat 06 thang mot
1an. Mat khu ctia thiét bi ky so phai dam bao an toan theo quy dinh.

4. Thong bao kip thoi cho 1anh dao va can b d4u méi cua co quan, don vi
khi phai gia han, thu hdi chimg thu so, khéi phuc thiét bi ky s6 dé co quan, don
vi tbng hop gui S& Thong tin va Truyén thong thuc hién theo quy dinh.

Pidu 13. Trach nhiém ciia by phén lam cong tac van thuw

1. Thuc hién céc quy dinh vé ky s& van ban dién tir va phat hanh van ban
dién t ky s6 qua mang.

2. Chiu trach nhiém trude Thu trudng co quan vé an toan va xac thuc thong
tin vin ban dién tir; quan 1y, s dung chit ky s6 ctia co quan theo quy dinh.

3. Khéng giao thiét bj ky sé ciia co quan, don vi cho nguoi khéc hodc tiét 16
mat khéau cia thiét bi ky s6 cho nguoi khéac khi chua dugce phép bang van ban
ctia nguoi ¢ tham quyen.

4. Trudng hop nghi viéc hode chuyén cong tae phai thuc hién ban giao thiét
bi ky s6 va mét khau truy cap cho ngudi duge thi truéng phén cbng ti€p nhan.

Pidu 14. Trach nhiém ciia b phan chuyén trach cong nghé thong tin

1. Chiu trach nhiém cai dat phin mém ky s6, cAp nhat phién ban méi phan
mém ky s6 (néu cd), ho tro k¥ thuit va huéng dan trong qua trinh st dung chir
ky sb cho cén bo, cong chirc, vién chitc duoc cap chimg thu so.

2. Thuong xuyén trién khai hodc tham muu cac bién phap dam bao an toan,
an ninh thong tin tai don vi.

3. Tham gia c4c chuong trinh chuyén giao, tap huén, huéng din (mg dung
chit ky s6 do co quan cép trén hoic S& Thong tin va Truyén thong t6 churc.
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Pidu 15. Tb chire thwe hién
S& Thong tin va Truyen théng chu tri, pho1 hop véi cac so, ban nganh,

UBND huyén, thanh phd va cac don vi c6 lién quan huong dan, trién khai va
kiém tra viéc thuc hién Quy ché nay.

Trong qué trinh thyc hién, néu co khé khin, vudng méc, cic co quan, t6
chirc va ca nhén klp thoi phan énh vé So Thong tin va Truyén théng dé tong
hop, béo cao d2 xuit UBND tinh xem xét stra d6i, bd sung cho phtt hop./. g’

KT. CHU TICH
PHO CHU TICH




